
SAMPLE PACKET
Sergeant Audie Murphy

Board

Enclosures:
1. Installation Board Proceedings
2. Unit CDR Nomination
3. Performance Record
4. Biographical Fact Sheet
5. DA Form 5500/ 5501 (Body Fat)
6. DA Form 638 (Awards)
7. DD Form 2266 (Hometown News

Release)
8. Enlisted Records Brief



SAMPLE FORMAT FOR Installation Board Proceedings Memo

Office Symbol

MEMORANDUM FOR CDR, U. S. Army Military District of Washington,
                      DC  20319-5188

SUBJECT:  Sergeant Audie Murphy Club Installation Board
Proceedings Memo

1. The following soldiers attended the FT McNair Installation
level Sergeant Audie Murphy board on 24 October 2001, and was
recommended to attend the MDW Sergeant Audie Murphy board.

SFC Joe M. Soldier, HHC 1st Training BN FT McNair
SGT Gilbert J. Roe , HHC 2nd Training BN FT McNair

2. The following soldiers attended the FT McNair Installation
level Sergeant Audie Murphy board on 24 October 2001, and was not
recommended to attend the MDW Sergeant Audie Murphy board.

SFC Jack M. Soldier, HHC 1st Training BN FT McNair
SSG Jane A. Soldier, A Co 1st Training BN FT McNair
SGT Target F. Soldier, B Co 1st Training BN FT McNair
SFC Sniper Y. Soldier, C Co 1st Training BN FT McNair

3. POC for this memo is CSM Soldier at (202)685-2923

CSM
Installation Level
Signature Block



SAMPLE FORMAT FOR UNIT CDR NOMINATION

Office Symbol

MEMORANDUM FOR CDR, U. S. Army Military District of Washington,
                      DC  20319-5188

SUBJECT:  Sergeant Audie Murphy Club Nomination and Worksheet

NAME:                                   SSN:                     

GRADE:         PMOS:          SMOS:               DATE:          

UNIT:                                                            

DUTY PHONE:                        MONTHS AT PRESENT JOB:        

DUTY POSITION AND DATE ASSIGNED:                                 

TIME IN SERVICE:                    ETS:                

CIVILIAN EDUCATION:           MILITARY EDUCATION            

                                                            

                                                            

SECURITY CLEARANCE:                                              

NO. PERSONS SUPERVISED:                                          

2 Encl (CDR SIGNATURE BLOCK)

1.  DD Form 2266 __________________________________

2.  Bio Sketch __________________________________



Office Symbol

MEMORANDUM FOR SAMC Selection Board

SUBJECT:  SAMC Performance Record

1. The following performance records are submitted for         
                                               an SAMC candidate.

BATTALION/REGIMENTAL BOARD DATE                                  

INSTALLATION BOARD DATE                                          

NAME:                                    SSN:                    

UNIT:                          DOR:           DOB:               

ETS:                PMOS:                     NCOES:             

NUMBER OF SOLDIERS SUPV:                                         

NAME ADDRESS NEXT OF KIN:                                        

AWARDS AND DECORATIONS:                                          

PERSONAL PERFORMANCE ACHIEVEMENTS:                               

APFT:                     WEAPON QUAL:                           

CANDIDATE HAS NEVER RECEIVED AN ARTICLE 15 AS A NCO. (SM Init)

SUBORDINATE PERFORMANCE ACHIEVEMENTS:                            

APFT Standard:                 WEAPON QUAL AVG:                  

APFT Average:  _______________                          

2. The following information concerning discipline of
subordinates is provided:

AWOL:                                UCMJ:                       

DUI/ DWI:                          

3. The following additional comments are provided

(Candidate Signature) CSM
                    Installation Level
                    Signature Block

The Candidate
must initial
the Article 15
Statement and
sign the memo.



Sample Biographical information sheet

STAFF SERGEANT JOE GREEN
Squad Leader

Staff Sergeant Green was  born in Augusta, Georgia. He graduated
Strom Thurmond High School  in 1991 and joined the U.S. Army in

January 1992.

During his  career, Staff Sergeant Green has served as a
Personnel Records Specialist,  Physical Security NCO, training

NCO, Team Leader, and Squad Leader.

Staff Sergeant Green’s assignments include 2-14th Infantry
Battalion, Fort Drum;  HQ Co., United States Army Garrison, Vint
hill, Virginia; Co. A, United States Army Garrison, Fort Sam
Houston, Texas; and The Fort Myer MP Co., Fort Myer, Virginia

Staff Sergeant Green’s military education includes the Combat
Engineer Course, Personnel Records Specialist Course, Primary

Leadership Development Course, Weaponeer, Military Police
School, Basic Non Commissioned Officer Course. His civilian
education includes 64 semester hours from Central Augusta

College.

Staff Sergeant Green’s awards and decorations include the
Meritorious Service Medal, Joint Service Commendation Medal,

Army Commendation Medal (4 OLC), Army Achievement Medal (4 OLC),
Good Conduct Medal (4th Award), Army Service Ribbon, and the

Drivers Badge.

Staff Sergeant Green has won the Battalion and the Fort Myer
NCO of the Quarter Boards.

Staff Sergeant Green has a Wife, Jane, and Two Children Joey and
Janice. They reside in Arlington, Virginia



INSERT BODY FAT CONTENT WORKSHEET HERE

(DD FORM 5500/5501 )

NOTE:
Body fat Worksheet
must be completed
within the 30 days
prior to the MDW
Board.





INSERT HOMETOWN NEWS RELEASE HERE
(DD FORM 2266)



INSERT A  COPY OF THE ENLISTED
RECORDS BRIEF



Insert The DA Form 638 Here
NOTE:
Boxes 1, 2, 9, 12a, 12b,
13, 14, 15, 16 ,17, 18, 20
and 21 must be filled out
exactly like this one or
the packet will be
returned.


